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RECORDS RETENTION AND DISPOSAL SCHEDULE

Agency
Hagerstown

Item No

1

2

3

4

Schedule No. Arf r7'7->

Page 1 of 2

Division/Unit
Admin/Public Information

Description

Press Releases: various city press releases; brochures

General files
-contains but not limited to: book sales, annual staff reports,
grants, civil war data, city awards breakfast, police department
public information, drawings, fundraiser information, bid
specifications

City held festivals
-contains but not limited to: Augustober fest, Blue fest;
mailings, tent rentals, material bids, correspondence, check
copies, handwritten notes, email inquiries, rental agreements,
funding

Mailings: correspondence, fliers, registration forms, brochures

Approved by Department, Agency or Division Representative

Date //-/A - <?<?

Signature

Type Name GeorgiAnn N. Breichner

Title City Clerk

Schedule

Date

Retention

Retain for one (1) year, then
destroy

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain until updated or
superseded, then destroy

\ Authorized by State Archivist

[DEC 3 1999

Signature^



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Schedule No. /rf.

Page 2 of 2

Item No Description Retention

Check requests: copies of check requests, invoices Retain for three (3) years and
until all audit requirements have
been met, then destroy.



INSTRUCTIONS - TYPE 017 PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

, D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECOROS MANAGEMENT OIVISION

7275 WATERLOO ROAO

PO BOX 275 • JE3SUP. MARYWNO 20794

AGENCY RECOROS IMVENJORY

Page .

1. OEPARTMEMT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally riled and used as a unit for reference as well as retention and disposition purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORO SERIES DESCRIPTION ( Briefly descnte ihe lypes of informalion/documents/'orms louna in Ihe Series Include ihe purpose or funclion of the Series!

/

7. RECORO SERIES FORMAT(S)

o L~ler Size a Miaci'ilm

o Legal Size a Computer "ace

a E-.und Book a Floppy Disk

a Autjo Tape o Video Tace

•B-erKeT(Speci!y)

8. RECORO SERIES SEQUENCE

o AlpnacetiC3i

s—MCmeiical

O Chronologxal

a Geograohicai

a Clher (Speoivj

9. VOLUME' ' ,

"File Orawer(s)

a Uicrolilm Reel |si

a Compuier Tace ;;:

J / / J i D Cmef (sPs-;;r

Number

10. ANNUAL ACCUMULATION

a File Orawer (s)

a Microfilm Reel (si

o Computer Taoeis)

o Other (Spec:ly)

Number

FILE IS US^C

wo Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly D Momh(s) a Year(s)

Number

13. CURRENT LOCATIONJSUBIdg.. Floor. R 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (K yes. specify agency or office

D Yes O No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguiation(s)

i: 'Yes G No

16. AUDIT REQUIREMENTS

a None a Slate o Feoeral Q Independent

17. IS AM INDEX SYSTEM USED? (If yes. exc:am Briefly and

i:--.v:ce any hardware/software)

18. RECOMMENDED RETENTION

19. NAME ANO TITLE OF PREPARER

fiS iiOJ 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEDULE (DCS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT 0IVISION

7275 WAfESlOO ROAD
PO BOX 275 • JE3SUP. MARYIANO 20794

AGENCY RECORDS INVENJO'RY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normilly filed ind used is i unit for reference ai well as retention and disposition purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/lorms lounfl in Ihe Series Include the purpose or fund ion of Ihe Series!

J

7. RECORO SERIES FORMAT(S)

.B*'£wer Size a Microfilm

a legal Size a Ccmpuier Tace

o B'.und 8ook a Floppy Disk

a Aocso Tape o Video Tape

RECORD SERIES SEQUENCE

a Alpnaceticai

G Numerical

o Chronologxal

D Geograohicsi

o Clher (Speaivj

9. VOLUME
a File Orawer(sl
a Microfilm Reel (si
o Compuier Tace ;s:
o Ciner (Spe::!y)

Number

10. ANNUAL ACCUMULATION
a File Orawer ( j |
a Microlilm Res! (s!
o Computer Taoe(s)
D Other (Spec:ly)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly 3 Monthly a Momh(s) a Ye3r(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguialion(s)

i: Yes G No

16. AUDIT REQUIREMENTS

a None a Slate a Feoeral • Independent

17. IS AM INDEX SYSTEM USED? (If yes. exp:am crietly and

>:••-. v:ce any haravare/software)

18. RECOMMENDED RETENTION

'es C Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM fOR EACH NEW
REVISEO RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOUIE (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT OIVISION

7275 WATERLOO ROAO
PO BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page , O(

1. OEPARTMEMT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and uied as a unit for reference as well aa retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

'TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documenis/lorms found in Ihe Series Include Ihe purpose or (unclion of the Series!

7. RECORD SERIES FORMAT(S)

L^ler Size a Miaciilm

a Legal Size a Compuler Tace

a Evjnd 8ook o Floppy Disk

a Audo Tape a Video Taps

Q Other (Specify)

8. RECORD SERIES SEQUENCE

G Numerical

a Chronologxal

• Geograohic3i

a Clher (Spec:ivi

9. VOLUME
File Orawer(s)

a Microfilm Reel (si
a Compuler Tace ;s:
D Clher (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (:i
o Microlilm Reel (s!
o Computer Taoeis)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly D Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

o Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 teguiation(s)

u res

16. AUDIT REQUIREMENTS

D None Q Slate o Federal o Independent

17. IS All INDEX SYSTEM USED7 ilf yes. exp:am oneily and

c - . v e e any harCT^are/soflware)

18. RECOMMENDED RETENTION

:- 'es C Mo y'Jz
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

fiS 5J0-1 ^vsea 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED, RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEDUlE (DGS 550-l|

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECOROS MANAGEMENT [DIVISION

7275 WATESI.00 ROAD

PO BOX 275 • JESSUP. MARYUVNO 2079<

AGENCY RECORDS INVENJO'RY

Page. Of

1. OEPARTMEHTJAGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used is i unit for reference as well is retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documerits/forms found in Ihe Series Include ihe purpose or function of ihs Scries!

7. RECORO SERIES FORMAT(S)

^"CoTler Size o Micrciiitn

a Legal Size a Compuler Tace

a ecvind Book a Floppy Disk

a Aucio Tape a Video Tace

S?T(Specify)

RECORO SERIES SEQUENCE

a Alpnacelicai

a Chronological

• Geographical

a Clher (Specify i

9. VOLUME

B File Orawer(s)
o Microfilm Resl (si

a Campuier lacs ;'s:

a Clher (Specify)

Number

10. ANNUAL ACCUMULATION

a File Orawer (si

a Microfilm Reel (s!

o Compuler Tape(s)

• Other (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes . . D No

15. ACCESS RESTRICTIONS (If yes. die law(s) 5 reguialion(s)

i: Yes • No

16. AUDIT REQUIREMENTS

a None a Slate a Feaeral o Independent

17. IS AM INOEX SYSTEM USED? (If yes. exciain cnsfly and

i:-—.v:ee any haravare/soflware)

18. RECOMMENDED RETENTION

C MO

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

C.S J50-' 1/931



INSTRUCTIONS - TYPE On PRINT A SEPARArF FORK FOP CACH NFW
REVISEO RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUlE (OGS 550-1) ,

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO BOX 275 . JE3SUP. MARYLANO 20794

AGENCY RECOROS INVENJdRY

Paoe Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

/ DEFINITION • Records Series - A group of related records normally filed and used as i unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORO SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/forms found in Ihe Series Include ihe purpose or (unclicn of the Eerie;!

7. RECORO SERIES FORMATISI

K!er Size a Microfilm

a Legal Size Q Computer Tace

a E'.und Book a Floppy Disk

a Autjo Tape a .Video Tace

8. RECORD SERIES SEQUENCE

a Alpnacelic3i

o Chronologxal

• Geograohicai

a Clher (Soecu'vi

9. VOLUME

,

0 File Orawer(s)

a Microfilm Reel isi

a Compiler race \\
s^-CTheriSoec:.'v 1 J

Number

10. ANNUAL ACCUMULATION

a File Orswer (S)

a Microfilm Reel (si

a Computer Tape(s)

a Oth=r (£cec:fvl

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Momh(s) a Ye3r(s)

Number

13. CURRENT LOCATION(S) (Bldg, Floot Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

0 Yes 0 No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 recuiation(s)

i: res a No

16. AUDIT REQUIREMENTS

a None a Slate D Federal o Independent

17. IS AM INDEX SYSTEM USED7 |l( yes. sxciain Briefly and

i v . v t e any haroware/software)

18. RECOMMENDED RETENTION

CIS S£0-« =>vsed 1/931


